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JOB DESCRIPTION 

POST:	 Advice, Guidance & Support (AGS) Caseworker
RESPONSIBLE TO: 	AGS Team Manager 
The successful candidate will be a holistic and pragmatic worker, supporting people who access our service to set out a clear plan of action to ensure the best possible outcomes. They will need to be highly organised, responsive to the changing needs of service delivery and be able to work in a fast pace environment. 

JOB SUMMARY: 	
We work with individuals and families who are experiencing crisis. As a caseworker, you will be expected to understand the individual’s/families needs and concerns and assist them with addressing these through sign posting, advocacy and supporting them into services. 
You will keep an ongoing caseload of individuals/families and build a solid foundation when working with them so that they know they have somewhere to turn to during their time of hardship.  The role requires you to keep up to date in relevant support pathways and other organisations and ensure these are shared with the wider Advice, Guidance and support team.
MAIN DUTIES AND TASKS:
Providing one to one support to individuals and families using our services:
· Providing impartial, unbiased and up to date information, advice, support and guidance.
· Confidently completing action plans to support individuals and families towards their needed outcome
· Assessing their situations, current capacity and problems to determine what services are appropriate to meet their immediate and long term needs and supporting referrals in to appropriate services 
· Consistently delivering a high-quality standard of advice, and information on topics such as income maximisation, benefits, housing, employment, health and social care, services for families and mental health and wellbeing
· Helping people to access specialist support - e.g. Debt, Mental Health, Addiction
· Building and maintaining strong working relationships with users of our services to review support plans and changes of need
· Applying for grants on behalf of individuals and families to meet their needs.
· Look for innovative ways of support and sharing updates with wider AGS team
· Ensuring all record keeping is detailed and accurate and completed within agreed timescales, and that all records are kept and maintained in accordance with current legislation, policies and utilising best practice
· Continually develop appropriate knowledge, attitudes and skills through regular reading of information and attending training courses


Maintain operational partnerships:
· Maintain up to date knowledge of other services and provisions, which may be of benefit for the users of our service.
· Identify agencies with whom The Welcome Centre can develop partnerships, for the mutual benefits of different groups of users of The Welcome Centre.
· Act as a point of liaison with external support agencies and stakeholders, contributing to external meetings as required.
· Maintaining professional competency and up to date knowledge of Data Protection, GDPR, Health and Safety and Safeguarding practice

Produce information and guidance resources for individual & families:
· Research support pathways by working with individuals to identify their needs and working with specialists (where appropriate) to develop client resources. 
· Produce and maintain creative and innovative resources, which will support the individual’s journey.
· Promote resources wherever possible to both users of the service and external agencies, encouraging engagement with our service and external provision.
· Identify opportunities to work with external agencies to share resources and knowledge, with reciprocal attendance at external agency locations.

General duties:
· Liaise closely with AGS Team Manager, providing regular updates on your work, to enable reporting and case studies.
· Undertake all administrative tasks with a high level of skill and accuracy, including word processing and maintaining data records and outcomes monitoring
· Provide support to all AGS volunteers. Provide guidance and mentoring to ensure our reception is person centred, welcoming and a safe environment for all


Other duties:
· Perform other such duties as may reasonably be required from time to time.
· Support the day to day running of the service by helping to cover for holidays and absences, if required.





About The Welcome Centre
The Welcome Centre is a large, independent food bank in Huddersfield, West Yorkshire. We’re one of the largest independent food banks in the UK. We have a team of staff working across two sites, supported by 140+ volunteers. Each year we support thousands of people in crisis in our community. Everyone we support is referred to us from one of our frontline partner agencies, and once people are referred to us we provide practical support including food, toiletries, and other essential items. We also offer people one to one advocacy, guidance and support to help them address any underlying or ongoing issues to support them to get back on their feet.
Next steps
If you would like more information about this role, please email stacey.gomes-siqueira@thewelcomecentre.org (Team Manager) to arrange an informal discussion over the phone.
To apply, please download an application pack using the link below.
Application packs include a full Job Description and Person Specification for the role.
[bookmark: _GoBack]Applications to be emailed to jobs@thewelcomecentre.org 
Closing date for applications: Sunday 4th January 2026
Interviews: Interviews will take place w/c 12th January 2026.  Short listed candidates will be contacted directly regarding interview arrangements.  
We reserve the right to close the vacancy early if we receive sufficient applications.  Please do not wait to apply if you are interested in working with us.
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